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Encl: (1) Essential Records List

1. Situation. To provide guidance on Marine Corps Recruit Depot/Eastern
Recruiting Region, Parris Island (MCRD/ERR PI) Essential Records Program,
formerly known as the Vital Records Program. Leaders at all levels are
responsible for ensuring that the command is protecting essential records.
For the purposes cf this bulletin, essential records are those records
necessary te meet operational responsibility under national security
emergencies, other emergenciss, or cther disaster conditions {emergency
operating records) and/cr to protect the legal and financial rights of the
government and those affected by government activities (legal and financial
rights records). These records are current, complete, adeguately protected,
accessible, and usable,

2. Cancellation. DepBul 5210 of 15 Jul 2019

3. Mission. To establish an Essential Records Program and produce an
Essential Records inventory list, in compliance with the references.

4., Execution

a. Commander’s Intent and Concept of Operations

(1} Commander’s Intent. Establish and maintain an Essential Records
Program.

{2} Concept of Cperations. Assistant Chiefs of Staff {AC/S) or
Special Staff Directors are tc identify and report all non-classified/
classified essential records teo the Command Designated Records Manager
(CDRM) . <Classified records will be reviewed prior to inclusion into the
essential records program by the Security Manager. These records will be
used to build and update enclosure (1).

DISTRIBUTION STATEMENT A: Approved for public release; distribution is
unlimited.
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b. Subordinate Element Missions

{1) Assistant Chiefs of Staff and Special Staff

{a} Conduct an annual review of enclosure (1) and update as
needed.

(b} Ensure your essential records are current.
{Z) CDRM
{a} Provide guidance and assistance in inventorying records and
determining appropriate maintenance and disposition lifecycles for copies of
essential records.
{b} Ensure original essential records are properly stored and
maintained until their auvthorized disposition in accordance with reference

{hy.

{c} Ensure the Essential Reccrds program is integrated in this
Commands Continuity of Operations Plan.

{3) Security Manager

{a}) Review all classified records for inclusion in the Essential
Records Program.

{b) Ensure classified essential records are labeled
appropriately.

{c) Approve and/or designate appropriate space or eguipment for
storage of classified essential records.

c. Coordinating Instructions. Records created as a result of this
Bulletin shall be managed according to National Archives and Records
Administration approved dispositions per reference (h) to ensure proper
maintenance, use, accessibility, and preservation regardless of format or
medium.

5., Administration and Logistics

a. Recommendations for changes or modifications to this Order will be
provided to the AC/S5, G-1.

b. Directives issued by MCRD/ERR PI are published and distributed
electronically. Electronic versions can be viewed on the G-1 SharePoint.

6. Command and Signal

a. Command. This Bulletin is applicable to MCRD/ERR PI.

b. Signal. This Bulletin is effective

ief of Staff
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